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Field Types Explained: Configure User Profile Fields

Introduction
From the Admin side of the People application you can create new user profile fields.

These fields can then be chosen to display in different areas of the Intranet or not, depending on your aims.

When adding a new user profile field there are various types available that are appropriate for certain types of data collection.

This guide will run through all types available and give an example of each can be used for to aid you in choosing the appropriate
field for the outcome you desire.

Please note: You can choose to apply permissions to any of these fields to enable certain users/roles/groups to see them or update
them.The ideas given for each field type in this guide are just examples of how they can be used without any permission
restrictions. The most appropriate purpose for each which best suits your company will be up to you to decide upon and
implement. Permissions can be applied to any fields you deem necessary to suit your best practices with employee information.

Getting started

Head to Applications > Admin > People > Configure user profile fields

 

From this area (image below) you can see all the current user profile fields created in your Intranet (Green box)

You can change which of these appear in other sections of your site using the tabs on the right (Purple box)

Right now, we are going to add a whole new field so will be clicking on 'Add new field' button (Red Box)
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Field Types

From the 'add new field' screen the type dropdown lists all fields available in Claromentis.

Depending on the type that is selected different options will be given in the 'show as' field.

This denotes how the field will appear to the user when being filled in.

 

Optional aspects to consider if appropriate for your field:

Default Value - The information entered here will appear in your field on the front end before a user types anything in. This can be a
helpful guide to show the user what kind of information they should be typing in.

Repeatable -  Gives the option to add an extra field of the same configuration underneath the first instance on a profile. Up to 5
maximum for most fields types. Helpful if you wish to add multiple hyperlinks to a profile you can do so by repeating the field rather
than creating a whole new one.

Visible even if no value - If selected your field will appear in the areas chosen even if nothing has been typed into it.

Mandatory - A red asterisk will appear next to this field and the user must fill it in otherwsie they cannot save their profile page.
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Useful for important information you need every user to add and have on their profile.

Display this field on - You can choose any combination of Intranet areas listed that your field is going to show on by ticking the
boxes.

 

For each field type listed in this guide there is an accompanying image (click to enlarge)

In each visualisation the numbers denote:

1. Configuration of field when in 'add new field area'

2. How field type appears to user filing it in on their profile 

3. How field appears on user profile from the front end

 

 

- String

Used for text based inputs and likely the most commonly used field type on user profiles.

The options for showing this on the front end are as a single line, small text area or medium text area.

The one you select will depend on how much information you want/require the user to type into the field.

e.g. Use the string field to allow users to enter their own address.

This likely requires more than one line of data entry so you can set this to display as a medium text field giving the user more room to
enter their details.



 

- Long text

This field type allows text based input that is best suited to fields that desire longer passages of text as answers.
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The 'show as' options here are a small, medium or large text area dependant on how long you wish users responses to be.

e.g. Use the long text field to allow users to freely write about their career details or interests.

 

- Integer
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This field type allows numerical characters to be entered only.

The sole option for display on the front end is for a single line of text input.

e.g. Use this field type to hold each users employee number

(You could also use a string type field to achieve this if special characters are required in the employee number and not strictly
numerical values)

 

- Checkbox

This field type is a box that can be selected (ticked) or deselected (blank) by users in response to what the field name is asking of
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them.

A ticked box will appear as a 'yes' on the front end and a deselected box as a 'no'

e.g. Use this field type to promote whether a user is available for weekend work

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/checkbox%25281%2529.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1751011673&Signature=fuxkGkE90v6Pu7h3P2po7aFEXoyfMyoTJ7jmwUWYb1jOqtF656zQUfPtVYNfuFHEIo%252BS1cGoZangg6Q8Rgt5MBHgzAyZNMby8vvj%252BsaGqUVomURD7GiQbjAVJidD9ivmkR8cLd9ZEc3CXT1i6jcUNXPIDMvlVAeQkK3t%252FlvtVxwPen%252B1fBW6Wafjtdiz7WipDk5aD%252B12lGsRRwWghFu8GJpa%252BGN0twpTTNOCRcK3Gln6kSFfJFkgi9bEfJiyTuxXUWVbJe5ARzg5cY4g1riR%252B9sOZLpKjnSUqasMkUMfTS0FJMQv9B0VgcAW7ncpNoQ1gj06SPOh0pGqR3jorxqrqQ%253D%253D


 

- Date time/Date/ Date (no year)

These three fields will all appear as date picker's on the front end so for this field type only images 2 & 3 will be given.

The granular configuration of each is slightly different based on what information they will require to be entered.

Date time will ask the user to select a date but also enter a time e.g. when a qualification was gained (likely used in conjunction
with another field above it)

 

Date will ask the user to select a date and the year will also show on the front end e.g. use this to show a users start date at the
company

 

Date (no year) offers a date to be selected but the year will not show on the front end ever e.g. useful to log users birthdays but
not reveal their age to other users
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https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/date.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1751011673&Signature=bg1%252BSjsawBRRICDLiPCk8v54ZPOTtH7UOCJhBJcLGc8p2ppecHGmoZYorhPkHHkwrVanTfSN1vSf8nyh1HB4izEl%252F3yaG8%252FY%252FLWrHaPTYN9xFTgDmBolnUB7DkKgpRvRQn5i2p5e%252FxHAvQv6DXKju81pJUPShMTAmps2ag3nz5EH0dA3DNbGK89t%252FFDQwJMs8MwAIP0nzPycMfsWiXCObUmMMYW0KZYELWY0O3iF4Y2Hdwyy67bGlKsywynvFNiv3NZwfgdRmn%252FDa%252B3vo6sUceTZYb3zzMqQ%252BbyfMagKCsCXl420HtAh0xtV9oI8NqCmJKaZHvKthITXApI5cUbFeA%253D%253D


 

- Select (options)

This field type allows several answers to be entered in response to the field name prompt.

A user selects one of these which then appears on the front end.

The 'show as' options are for answers to display in a drop down or as radio buttons when a user is making their choice.

Regardless of the design option chosen the answer will appear in the same format on a user's profile from the front end.

e.g. Use this field type to confirm a users preferred contact method
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- Multi-select (options)

This field type allows several answers to be entered in response to to the field name prompt (as with the select field above)

However with this field type the user can select multiple responses to appear on the front end.
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The 'show as' options are for answers to display in a list (multi-select) or as checkboxes.

Regardless of the design option chosen the answers will appear in the same format on a user's profile from the front end.

e.g. Use this field type to confirm a which locations a user is available to work at
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- Reference to document

This field type offers a document picker for the user to select a file from the documents application which appears on their profile.

This only comes in one 'show as' form which is the picker box.

Once on a user profile from the front end, the blue 'I' when clicked will take the user to the document preview in the application and
clicking the title will download the file.

Please note: if users don't have permissions to view the document it cannot be selected and any other user visting the profile wont
be able to download/see it without permissions either.

e.g. use this field type to attribute qualifications or certificates to a user's profile



 

- Hyperlink

This field can only be displayed as a hyperlink which is configured as a custom clickable title set to lead to a desired URL.

Once on a user profile from the front end, the title entered will take the user to the URL when clicked.

e.g. use this field type to allow user portfolio's or published online content to be attributed to their profile for other users to engage
with
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- User Select

This field can only be displayed as a user picker which allows another user with an Intranet profile to be selected and displayed.

The picker allows the user to type a name in and make a selection or click 'browse' to open a list and choose from it.

Once on a user profile from the front end, the user name entered becomes a link that leads to their profile. 

e.g. use this field type to push an alternative contact for issues the original user cannot take on in their absence or if they cannot
currently be reached.
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- Indicator (text and image)

This field type can be used to allow a user to make a selection from 5 options to demonstrate their feeling on the given meteric.

Text is acccompanied by an image that allows the user to make an informed selection.

e.g. Use this field type for work satisfaction or rate the relationship with a partner/client.

Within Claromentis there are two default sets of text and images that will work to suit the two aims above, with images of smileys and
stars respectively.

The 'show as' options are as a select field or radio butttons.

Using radio buttons will ensure the image is displayed next to each option, whereas select is only text based.

You can use the text given below to enter into the 'values' field for:

Smileys

Poor,/images/satisfaction/poor.png 

Low,/images/satisfaction/low.png 

Medium,/images/satisfaction/med.png 

High,/images/satisfaction/high.png 

Max,/images/satisfaction/max.png

 

Stars

one,/images/star/1.png 

two,/images/star/2.png 

three,/images/star/3.png 

four,/images/star/4.png 

five,/images/star/5.png

 



 

- File Upload

This field type can be used to allow users to attribute documents to their profile that are uploaded from their personal computer (rather than
those held in the intranet's document application like the 'reference document' field type requires)

This appears as a file upload field and a clickable link on the user profile from the front end.

The document will be downloaded when it's title is clicked.

e.g. use this field type to allow users to attribute a bio they have written about themselves
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- Image upload

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/fileupload.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1751011674&Signature=MsH0gLEsnKEg0uAI%252FTN6PzOqayXMwmQMjxgp30hzg9e4dFQzfNErTjHqknTO1TJyeqMJmeiCWY%252BY3J%252F2yg0eZ8shEMigmEwJSGfFDZPIR9q6oP44JMrjfzXcKnPcjEWTZ%252B6AMVDSRkZqx7ysNO%252B0NWYoE2%252B5sasSyBlKWzTHXvLBeyQ7XHoD3fyz3A3tMVJY6%252B2ZL5iqSi9NOow3Icr7J1bjp0PutXmr0YFuVzqwG6OoeQfsLcuDF0%252BOeJgm81g2DLM7m1ivrB5%252FwA%252FlWLfOeATbmQdJrq%252ByaKKdrBHE7vcL9WOsQXEqL6bvWoVj0XKD79rSVKvoujW%252BgXlIzuJUsA%253D%253D


This field type allows an image from the users personal computer or one stored in the documents application to display on their
profile.

e.g use this field to allow users to upload images of their pets, families, sports clubs they are a part of or a favourite work related
image

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/pets.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1751011674&Signature=TUiwOHD%252B3C2qfR8gw3Dmn9WRTR4BkCs6%252B4FsGF1vSM90zi7ceijfo4OEHzLlkm7OCtC%252FV8rUuCvwc4UDSmUKN6fU3xyFgEwVJDejFKEBUo5QsQuzSNpp%252BWnaUY5ax39YtALi%252FrWYCVQ08EHsAWRKw9cBoJ9e5Odo3JTPNfAUerm7w%252FakkrnfKewX1R0w6YMEVnmb1SQ2DV%252Bc0QMlEcYRQwUUzANxww1sljfTJpDkpjpeciE89kyU2ZnVCCLx6HJgK1XxJbIfoW429jL2JLwbbZ%252BMxr%252FBRWWvLNS4YlvFW8MW4V2jI4XJkthxQgX6LpSvEpG6xkLfVfChVDPRXKyCNw%253D%253D


- Address

This field type seperates each part of an address (town/city, state/county, postcode/ZIP, country) into fields, which is called the 'show as'
address input format.

This is an alternative field to use for addresses specifically.

You can use a string type field to allow addresses to be entered by users as outlined earlier in this guide.

e.g. Use this field for a users home address (rather than using a string field) or to add an additional business address

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/address1.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1751011674&Signature=IKIfH%252FQhb4JPCWXddj7LnmByxcVAnY2gptjKE0RqGecE%252BaBdB4WJaqlrKleOvl76FEj0GozHcd%252FHQhL9BJU8%252F7CqWTWgALOZAB7dKWSeu6IwM4LTX9Q2bCphza3bSsSYksMrHxO5IbsXfrE9WtTn0zWRIo%252FfrhptQ5b%252BiAKqhjzauHAyrtcTFYhjGgO4Y6KBl1zI1%252FIez6U%252FfNcLXRn9nNgpS6olQa9W0U1zakPfT%252BcAdHU1oCc%252Fk3bhANF%252Bjv5IJsE5JD0aF6TGhUekl304ekjyY3bemBdKZByh%252BpS3EwEB4LaLrMm0NGdvuENcPoCG0MpHK6rROZfdhZELQOls%252Bg%253D%253D
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